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Objective:
Enrollment Management and Assessment
To increase students’ ability to begin, continue and successfully complete their life and education goals by contributing proven ability to

· Establish rapport with students early in the recruiting and advising relationship.

· Assess any special needs of students in terms of study skills training, tutoring, and American with Disabilities Act and make proper referrals early in their academic career.

· Create a student oriented atmosphere where students are comfortable and have access to and understand information needed to make informed decisions about their academic career.

· Develop assessment reports and encourage the use of data driven initiatives to develop student oriented support initiatives.

Qualifications:


a highly motivated, student oriented, experienced counselor who has worked in secondary, 2-year college and 4-year college environments; experienced areas of retention, first-year programs, and the transition from high school to college also with the ability to establish rapport with students, faculty, administration, and staff; with highly developed skills in:

· Interpersonal communications

· Advising

· Directing

· Motivation/people skills

· Supportive/encouraging behavior

· Human relations

· Customer relations

· One-on-one communications

Achievements:

· Developed advising form and procedure for probation advising at Oklahoma State University-Oklahoma City.

· Served as lead writer and task force chair for Title III, Strengthening Institutions federal grant proposal (2010-2011).

· Served on the Project Design Team and Evaluation Lead Writer on Oklahoma Works! state-wide Department of Labor consortium grant proposal (2011).   

· Developed Assessment Calendar to keep track of assessment and reporting activities.

· Co-chaired Retention Subcommittee and coordinated the development of a data driven retention document outlining retention goals and objectives in 2008.

· Developed consistent reporting structure for various assessment data as it is collected.

· Developed, piloted and managed institutionalization of procedures for academic early alert process.

· Developed, piloted and currently manage Proactive Advising program targeting ‘at risk’ student populations.

· Helped coordinate 2005 Noel-Levitz Retention Excellence Award winning plan.

· Developed web-based Career Services page as part of internet portal system.

· Developed, directed and supervised Telephone Calling Initiative to help retention by calling students who were either non-returning or first- time enrollees.

· Developed retention plan under Student Services for the Oklahoma State University-Oklahoma City campus.

· Initiated a Withdrawal Interview Report system so as to keep track of the reasons for withdrawal from classes.

· Co-chaired Retention Action Team and started several initiatives aimed at improving retention.   Published Retention Plan for Student Services for OSU-Oklahoma City’s Division of Student Services in 2002.
· Established and developed a residence hall based study center by improving study and computer lab environments.

· Consulted and initially researched the development of a policy from accepting extra-institutional credit for experiential learning.

· Helped a student improve from a ‘D’ average to a ‘B’ grade by working with him on study and test taking skills.

· Helped increase student populations by speaking with prospective students.

· Gave students a strong start by following through the orientation process from advisement to enrollment.

· Successfully retained a student by helping her turn a personally devastating academic experience into a positive learning experience.

· Transformed a summer youth program from a discouraging beginning to a consistent, successful ending.

· Retained students by discussing options other than withdrawing from a class due to unwelcome grades.

· Retained students by making referrals to ADA Counselors or study skill counselors.

· Communicated effectively in numerous situations including one-on-one interactions, presentations to groups numbering from 2 – 200, and through audio/visual media.

· Successfully taught study skills/orientation classes aimed at ‘at risk’ students.

Professional Experience:

Coordinator of Assessment, Accreditation and Grant Compliance: Oklahoma State University-Oklahoma City- As a member of the Institutional Grants and Research office and Academic and Institutional Support Council in Academic Affairs I inaugurated this position by continuing  reports for academic assessment data (mid-level assessments, outcomes assessments, student satisfaction surveys, graduate surveys, retention related tracking, etc.).  I am tasked with developing and initiating a reporting and tracking system regarding institutional and program accreditation requirements.  Grant outcomes’ tracking is included in the process as well.  July 2011 – present.
Coordinator of Retention and Assessment: Oklahoma State University-Oklahoma City-   As a member of the Academic Support Council in Academic Affairs I inaugurated this position by developing reports for academic assessment data (mid-level assessments, outcomes assessments, student satisfaction surveys, graduate surveys, retention related tracking, etc.).  I also sit on the Retention Subcommittee of the Enrollment Management Steering Committee, and played a leading role in the development of a campus wide, data driven retention framework document.   I coordinate retention initiatives campus wide and carry out a campus-wide data analysis role.  I also coordinate and assess the early alert and proactive advising programs and supervise two division based proactive advisors.  Data analysis and other grant development support activities are also position related duties. October 2008 – July 2011.  
Academic Gateway Specialist-Title III:  Oklahoma State University- Oklahoma City -As part of a Title III grant program I was charged with administrating the community portions of the Student Academic Gateway internet portal system.  I also worked to develop special processes for an Early Alert program, Career Services, as well as programs in Proactive Advising and Degree Audit.  July 2004 – October 2008.
Academic Counselor – Retention Specialist: Oklahoma State University-Oklahoma City – I hold a leadership role in the on-going development of a comprehensive retention plan for the institution.  I am developing and supervising initiatives within the Student Services Division, including probation advising and calling students.  My abilities were also contributed in the development of a long range plan for Counseling and Enrollment Management as well as an outcomes assessment document for the department.  I also advise and enroll students in courses.  These include students wishing to complete a two-year degree and those wishing to transfer.  My duties also include speaking with prospective students.  I serve as the liaison counselor to the Division of Human Services and the departmental representative to Curriculum Committee. I also served on the Title III Grant Development Committee.  August 1998 – July 2004.
Academic Advisor: Oklahoma City Community College – I completed 60 hours of training in the Developmental Advising Model.  Duties included advising and enrolling students and speaking with prospective students.  These students included those wishing to complete a two-year degree and those wishing to transfer to a four-year institution.  February, 1999 – April 1999.


Academic Mentor: Sylvia Hack Boyer Center for Student Services, College of Education and Health Professions, University of Arkansas – Graduate Assistant Position.  Duties included advising students within the majors offered by the College of Education and Health Professions who had less than 45 earned credit hours.  I was also responsible for helping the Assistant to the Dean update degree progress of graduating seniors and athletes on scholarship.  Proctoring exams, presenting workshops for the pre-professional Skills Test, and speaking with prospective students were also duties. June 1996 – June 1998.

Discovery Room Manager: University Museum, University of Arkansas – I managed an interactive exhibit room aimed at children aged 4 – 12 and their families.  Duties also involved troubleshooting problems with exhibits, the development and presentation of special programming, public relations interviews, and responsibility for business operations.  Supervision of one cashier and several volunteers was also included. March, 1997- June, 1998.

Intern:  Office of Career Services and Co-operative Education, University of Arkansas – I worked closely with the staff of Career Services.  I conducted orientation sessions for the on-campus interview process as well as  sat in on and contributed to career counseling sessions ranging from interview skills to resume development.  I also familiarized myself with the Co-operative Education Office.  The start-up of the Viewnet video conferencing interview service was also my responsibility. September, 1996 – December, 1996.
Residential Counselor: Arkansas School for the Mathematics and Sciences – I lived on campus at a residential high school for students gifted in math and science.  Direct responsibility for 35 boys aged 15 – 18 was the primary duty.  Working with students within the residential setting providing  supervision and advising activities after the academic day was complete were other duties, including sponsoring student clubs and chaperoning special events. September, 1995 – June, 1996.
Supervisor of Tutoring and Computer Labs:  Student Outreach and Academic Resources, University of Arkansas – I managed a study center in Pomfret Hall and two computer labs in two separate locations.  Scheduling special programs aimed at first-year students was an included responsibility.  I also hired and supervised 16 tutors in varying subjects and 10 lab monitors.  Tutoring English and History were duties as well. August 1994 – May, 1995.

Professional Affiliations:

· Past Member National Academic Advising Association (NACADA).

· Member Oklahoma Association of Institutional Research and Planning (OKAIRP).


· Past Member Oklahoma Academic Advising Association (OACADA).

· Past Member Oklahoma College Student Personnel Association (OCSPA).

· Past Member Advisory Board, Two Year Advising Electronic Newsletter (NACADA).

· Past Member Two Year Commission (NACADA).

· Member Phi Alpha Theta (History honor society).

· Member Hendrix College Alumni Association.

Conferences Attended:
· ACT Enrollment Planners Conference (2009)

· Assessment Institute (2008)

· Noel-Levitz National Conference on Student Recruitment, Marketing and Retention [2005 (award winning retention plan), 2007].

· NACADA National Conference (1997, 2000).

· National Conference for Students in Transition [1999, 2001 (presented), 2007 (presented) ].

· NACADA Region 7 Conference [1999, 2000 (presented) , 2002 (presented) ].

· OCSPA Spring Conference (2001, presented).

· NASPA Region 4 Conference (2001).

Presentations, Special Studies, and Research:

Presentation:
Building Bridges to Student Success: Early Alert and Proactive Advising. 14th Annual Conference on Students in Transition, Cincinnati, OH, Nov. 5, 2007.
Presentation:
Conditionally Admitted Students: An Interdepartmental Approach to Working with ‘At Risk’ Students, with Chad Hall at the NACADA Region 7 Conference, Fayetteville, AR, May 18, 2000.

Presentation:
Conditionally Admitted Students: An Interdepartmental Approach to Working with ‘At Risk’ Students  (follow-up with increased data points).  8th National Conference on Students in Transition, Oak Brook, Ill, Oct. 30, 2001.

Presentation:
Building a Retention Plan from Scratch:  Frustration-Persistence-Success, at OCSPA Spring Conference, Oklahoma City, OK, May 21, 2001.
Also NACADA Region 7 Conference, St. Louis, MO, June 1, 2002.

Thesis, M. Ed.:
The Academic and Social Progress of Arkansas School for the Mathematics and Sciences Students versus that of the General Student Population of the University of Arkansas.
Research:
The Diagnosis of Stress and  the Determination of Its Contributing Factors.
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